




 

RFP Page 1 of 26 

 
 
 
 
 
 
 
 
 

Note: This is a “Draft Only Version” of the 
project for review and approval. 

 
 
 

Project may or may not be published. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

RFP Page 2 of 26 

 
 

Request for Proposals (RFP) 
 

For 
 

Auditing Services  
 

Project # 1645 
 
 

 
 

Posting Date: September 20, 2012 

Response Deadline 
 

October 12, 2012 
 

4:00 p.m. Local Time 
 

To: 
 

Brown County Purchasing Department 
 



 

RFP Page 3 of 26 

PROJECT # 1645 
 
 TABLE OF CONTENTS 
 
1 Background  Page 3 
2 Contract Term  Page 3 
3 Tentative Project Timeline  Page 4 
4 RFP Questions  Page 4 
5 RFP Due Date and Delivery Address Details Page 4 
6 Proposal Format  Page 5 
7 RFP Submission Requirements  Page 5 
8 Financial Verification  Page 5 
9 Other  Page 6 
 
 

ATTACHMENTS 
 

A. RFP Defining Scope of Work Page 7 
B. RFP Questions Page 8 
C. RFP  Scoring Page 18 
D. RFP Rate Sheet Page 20 
E. RFP Reference Data Sheet Page 22 
F. RFP Designation of Confidential and Proprietary Information Page 23 
G. Addendum Acknowledgement Receipt Schedule Page 25 
H. RFP Appeals Page 26 
 
1. BACKGROUND 

Brown County is requesting proposals from qualified firms of certified public accountants to audit 
its financial statements for the fiscal years ending December 31, 2012, 2013, 2014 with two (2) 
optional subsequent fiscal years.  These audits are to be performed in accordance with generally 
accepted auditing standards, the standards set forth for financial audits in the General Accounting 
Office's (GAO) Government Auditing Standards, the provisions of the federal Single Audit Act of 
1984 (as amended in 1996) and U.S. Office of Management and Budget (OMB) Circular A-133, 
Audits of States, Local Governments, and Non-Profit Organizations as well as the following 
additional requirements: 

 
A. Wisconsin Single Audit Guidelines as published by the Wisconsin Department of 

Administration,  
B. All other related applicable Wisconsin state statutes. 

 
2. CONTRACT TERM 

Initial term of contract will be for three (3) years with the option of two (2) additional one (1) year 
renewals, subject to the annual review and recommendation of the Department of Administration, 
the satisfactory negotiation of terms (including a price acceptable to both Brown County and the 
selected firm), the concurrence of the Brown County Board of Supervisors and the annual 
availability of an appropriation. 
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3. TENTATIVE PROJECT TIMELINE 
Please Note: These dates are for planning purposes. They represent the County’s desired timeline 
for implementing this project. Any revision to the Due Date for submission of proposals will be 
made by addendum. All other dates may be adjusted without notice, as needs and circumstances 
dictate. 

 
Standing Committee: Executive 
Recommend for Approval     September 10, 2012 
County Board Approval to Post RFP    September 19, 2012 
RFP Posted       September 20, 2012 
RFP Questions Due from potential vendors   October 1, 2012 by 4PM CST  
RFP Questions Answered      October 2-3, 2012 
RFP Questions Published      October 4, 2012 by 4PM CST 
RFP Responses Due from Vendors    October 12, 2012 by 4PM CST
  
Preliminary RFP Review to address potential budget issues October 15, 2012 
Scoring Team Kickoff Meeting     October 16, 2012 
Interview/Reference Checks, if Required    October 29 - 31, 2012 
Consensus Scoring      November 1, 2012 
Send out Intent to Award/Thank you Letters   November 2, 2012  
Contract Negotiation/obtain signatures    November 7 - 9, 2012 
Complete Contract Signing     November 9, 2012 
Service Commences      November 12, 2012 

 
4. RFP QUESTIONS 

All questions related to this RFP must be in writing and received by the Brown County Purchasing 
Department no later than 4:00 p.m. CST, October 1 via e-mail to 
bc_administration_purchasing@co.brown.wi.us.  Clearly mark the e-mail: “Questions for Project #1645”.   
Mailed, phone call and faxed questions will not be accepted. 
Answers to all written questions will be published in the form of an addendum and posted on the Brown 
County website at: 
(http://www.co.brown.wi.us/administration/Purchasing/Bids/RFP)  
and on the Demand Star Onvia website at: 
(http://onviacenter.com/content/demandstar_subscriptions)  
no later than 4:00 P.M. CST on October 4, 2012.   It is the responsibility of all interested vendors to access 
the web site for this information.  Calls for assistance with the web site can be made to 
(920) 448-4040. 

 
5. RFP DUE DATE AND DELIVERY ADDRESS DETAILS 

All proposals are due to Brown County Purchasing no later than 4PM CST, October 12, 2012.   
 
Proposals can be submitted in a sealed envelope marked “Project 1645” or may be emailed to 
bc_administration_purchasing@co.brown.wi.us.  
For email, please indicate “Project 1645” in subject line. 
 
NOTE: Proposals mailed must be stamped in by the specified due date/time per the atomic clock 
located in the Purchasing office. Proposals not stamped by the specified date and time will be 
rejected. Prospective vendors are encouraged to verify the time on the atomic clock as this is the 
official time used for the receiving of all quotes. Time discrepancies between wall clocks, watches, 
cell phones, etc. will not be honored. 

mailto:bc_administration_purchasing@co.brown.wi.us
http://onviacenter.com/content/demandstar_subscriptions
mailto:bc_administration_purchasing@co.brown.wi.us
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Delivery Address for Hand Delivery, UPS, DHL, Fed X, etc.: 
Brown County Purchasing 
Project 1645 
305 E. Walnut St. 5th Floor 
Green Bay, WI  54301 
 
Delivery Address for USPS: 
Brown County Purchasing 
Project 1645 
PO Box 23600  
Green Bay, WI  54305-3600 

 
6. PROPOSAL FORMAT 

All proposals must be typed on standard 8 ½” x 11” paper (larger paper is permissible for charts, 
spreadsheets, etc.) separating each section.   Provide 5 paper copies along with 1 CD of your 
proposal. 
 
Proposals should be prepared in a simple, cost effective format providing a straightforward, 
concise description of the vendor’s capabilities to satisfy the requirements of the RFP.  The use of 
elaborate materials and the inclusion of additional information that has no direct bearing on the 
project are not desired.  Emphasis should be concentrated on accuracy, completeness, and clarity of 
content.  All parts, pages, figures, and tables should be numbered and clearly labeled.  Instructions 
relative to each part of the response to this RFP are defined in the remainder of this section. 

 
7. RFP SUBMISSION REQUIREMENTS 

Any deviation from these requirements may result in the proposal being considered non-
responsive, thus eliminating the vendor from further consideration.  The proposal shall be prepared 
with a straight forward, concise delineation of the vendor’s capabilities to satisfy the requirements 
of this RFP including the following items outlined (a – e) below: 

  
A. RFP Questions (See attachment B): 

Include responses to the questions provided in this attachment in your proposal to be 
considered for this service. 

 
B. RFP Rates (See attachment D): 

Provide attachment listing your rates with your proposal.   
 

C. RFP References (See attachment E): 
Provide attachment listing three to five references with your proposal. 

 
D. RFP Designation of Confidential and Proprietary Information  (See attachment F): 

If any part of your proposal includes proprietary and confidential information which qualifies 
as a trade secret, as provided in s. 19.36(5) Wis. Stats., or is otherwise material that can be kept 
confidential under the Wisconsin Open Records Law, please designate on the attachment and 
provide with your proposal.  Prices always become public information when bids/proposals are 
opened, and therefore cannot be kept confidential. 
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E. RFP Addendum(s) (See attachment G): 
If Addendums exist for this project, please sign and date the attachment and provide with your 
proposal. 

 
8. FINANCIAL VERIFICATION 

Vendor verification prior to award:  Vendor’s financial solvency may be verified through financial 
background checks via Dun & Bradstreet or other means (i.e.; Wisconsin Circuit Court Access, 
UCC) prior to contract award.  Brown County reserves the right to reject RFBs/RFQs/RFPs based 
on information obtained through these background checks if it’s deemed to be in the best interest of 
the County. 

 
9. OTHER 

All work shall conform to all applicable industry, federal, state and local laws, codes, ordinances, 
and standards. 
 
The County prohibits communication initiated by the respondent to any County official, 
representative from another entity or employee evaluating or considering the proposals, prior to the 
time a decision has been made.  
 
Interested vendors must inform purchasing, prior to proposal submission deadline, if they have any 
pre-existing business relationship(s) with the County related to this project that may conflict with a 
potential contract award. 
 
Rejection of Proposals:  Brown County reserves the right to accept or reject any or all proposals 
and to waive any informality in proposals. No vendor will be provided with financial and/or 
competitive vendor information on this proposal until after the award of contract has been made.  
To the extent possible, it is the intention of Brown County to withhold the contents of the proposal 
from public view until such times as competitive or bargaining reasons no longer require non-
disclosure, in the opinion of Brown County.  At that time, all proposals will be available for review 
in accordance with the Wisconsin Open Records Law.  Brown County shall not be held liable for 
any claims arising from disclosure required under the Wisconsin Open Records Law. 
 
Taxes:  Brown County and its departments are exempt from payment of all federal tax and 
Wisconsin state and local taxes on its purchases except Wisconsin excise taxes.     
 
This contract shall be subject to the laws of the state of Wisconsin.  In connection with the 
performance of work under this contract, the contractor agrees not to discriminate against any 
employee or applicant for employment because of age, race, religion, color, handicap, sex, physical 
condition, developmental disability as defined in s.51.01(5), Stats., sexual orientation as defined in 
s.111.32(13m), WI Stats, or national origin. 
 
Brown County is an Equal Opportunity Employer.  
 
By responding to this proposal, prospective vendors acknowledge and accept the attachments, 
including the insurance requirements and standard contract template.    
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Attachment A 
(Potential vendors are expected to perform the following service in order to submit a proposal  

and to be awarded a contract.) 
 

Defining Scope of Work 
 

Brown County Project #1645   
 
1. NATURE OF SERVICES REQUIRED 

 
A. Scope of Work To Be Performed: 

Brown County desires the auditor to express an opinion on the fair presentation of its basic 
financial statements in conformity with generally accepted accounting principles. 
 
The auditors will be required to express an opinion on the financial statements based on an 
audit.  The auditor is required to audit the financial statements of the governmental activities, 
the business-type activities, each major fund, the aggregate remaining fund information and the 
budgetary comparison information of Brown County.   The report shall be issued in accordance 
with Government Auditing Standards, to include internal control over financial reporting and 
tests of its compliance with certain provisions of laws, regulations, contracts and grant 
agreements and other matters. 
 
The auditor is not required to audit the introductory section of the report or the statistical 
section of the report.  The auditor is not required to audit the management’s discussion and 
analysis, however should apply certain limited procedures regarding the methods of 
measurement and presentation of the required supplementary information.  
 
The auditor shall also be responsible for performing certain limited procedures involving 
required supplementary information required by the Governmental Accounting Standards 
Board as mandated by generally accepted auditing standards. 
 
The auditor shall be required to issue an independent auditor’s report on compliance with 
requirements applicable to each major program and on internal control over compliance 
Schedules of Expenditures of Federal and State Awards and of Passenger and Facility Charges 
in accordance with OMB Circular A-133.   

 
B. Auditing Standards To Be Followed:  

To meet the requirements of this request for proposals, the audit shall be performed in 
accordance with auditing standards generally accepted in the United States of America & the 
standards applicable to financial audits contained in Government Auditing Standards, issued by 
the Comptroller General of the United States, the provisions of the Single Audit Act of 1984 
(as amended in 1996) and the provisions of U.S. Office of Management and Budget (OMB) 
Circular A-133, Audits of States, Local Governments, and Non-Profit Organizations, Audits of 
State and Local Governments and the State Single Audit Guidelines issued by the Wisconsin 
Department of Administration and Passenger Facility Charge Audit guide for Public Agencies 
issued by Federal Aviation Administration. 
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C. Reports to be issued:  
Following the completion of the audit of the fiscal year's financial statements, the auditor shall 
issue: 

 
1. A report on the fair presentation of the financial statements in conformity with generally 

accepted accounting principles, including an opinion on the fair presentation of the 
supplementary schedule of expenditures of federal awards in relation to the audited 
financial statements. 

 
2. A report on compliance and internal control over financial reporting based on an audit 

of the financial statements. 
 

3. A report on Federal and State Financial Awards and Passenger Facility Charges which 
includes compliance and internal control over compliance applicable to each major 
program.  Upon completion of the reports the auditor will complete the Data Collection 
Form and submit to the County. 

 
In the required reports on compliance and internal controls, the auditor shall communicate any 
reportable conditions found during the audit.  A reportable condition shall be defined as a 
significant deficiency in the design or operation of the internal control structure, which could 
adversely affect the organization's ability to record, process, summarize and report financial 
data consistent with the assertions of management in the financial statements.   
 
Reportable conditions that are also material weaknesses shall be identified as such in the report.  
Non-reportable conditions discovered by the auditors shall be reported in a separate letter to 
management, which shall be referred to in the reports on compliance and internal controls. 
 
The report on compliance and internal controls shall include all material instances of 
noncompliance.  All nonmaterial instances of noncompliance shall be reported in a separate 
management letter, which shall be referred to in the report on compliance and internal controls. 

Irregularities and illegal acts.  Auditors shall be required to make an immediate, written report 
to Brown County’s Internal Auditor of all irregularities and illegal acts or indications of illegal 
acts of which they become aware. 
 
Reporting to the Executive Committee.  Auditors shall assure themselves that Brown County’s 
Executive Committee is informed of each of the following: 

 
1. The auditor's responsibility under generally accepted auditing standards 
2. Significant accounting policies 
3. Management judgments and accounting estimates 
4. Significant audit adjustments 
5. Other information in documents containing audited financial statements 
6. Disagreements with management 
7. Management consultation with other accountants 
8. Major issues discussed with management prior to  retention 
9. Difficulties encountered in performing the audit 
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D. Special Considerations:  
1. Brown County will send its comprehensive annual financial report to the Government 

Finance Officers Association of the United States and Canada for review in their 
Certificate of Achievement for Excellence in Financial Reporting program.  It is 
anticipated that the auditor will be required to provide special assistance to Brown 
County to meet the requirements of that program. 

 
2. Brown County currently anticipates it will prepare one or more official statements in 

connection with the sale of debt securities which will contain the general purpose 
financial statements and the auditor's report thereon.  The auditor shall be required, if 
requested by the fiscal advisor and/or the underwriter, to issue a "consent and citation of 
expertise" as the auditor and any necessary "comfort letters." 

 
3. Brown County has determined that the United States Department of Health and Human 

Services will function as the cognizant agency in accordance with the provisions of the 
Single Audit Act of 1984 (as amended in 1996) and U.S. Office of Management and 
Budget (OMB) Circular A-133, Audits of States, Local Governments, and Non-Profit 
Organizations. 

 
4. The Schedule of Expenditures of Federal Awards and Passenger Facility Charges and 

related auditor's report, as well as the reports on compliance and internal controls are 
not to be included in the comprehensive annual financial report, but are to be issued 
separately. 

 
5. A list of findings and other weaknesses from Brown County’s most recent financial 

statement audit, as well as a list of findings from internal audits conducted during the 
prior fiscal period to be audited are included in Attachment I.   

 
6. It is anticipated that the auditor will be required to provide assistance to Brown County 

to comply with new GASB pronouncements. 
 

E. Working Paper Retention and Access to Working Papers: 
All working papers and reports must be retained, at the auditor's expense, for a minimum of 
three (3) years, unless the firm is notified in writing by Brown County of the need to extend the 
retention period.  The auditor will be required to make working papers available, upon request, 
to the following parties or their designees: 

 
1. Brown County 
2. State of Wisconsin Department of Health and Human Services 
3. U.S. General Accounting Office (GAO) 
4. Parties designated by the federal or state governments or by Brown County as part of an 

audit quality review process 
5. Auditors of entities of which Brown County is a sub recipient of grant funds 

 
In addition, the firm shall respond to the reasonable inquiries of successor auditors and 
allow successor auditors to review working papers relating to matters of continuing 
accounting significance. 
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2. BROWN COUNTY GOVERNMENT DESCRIPTION 
  

A. Primary Contact: 
After the contract is awarded, the auditor's principal contact with Brown County will be the 
Finance Director, or a designated representative, who will coordinate the assistance to be 
provided by Brown County to the auditor.  Names of contacts and telephone numbers will be 
provided to the successful audit firm. 

 
B. Background Information:  

Brown County serves an area of 538 square miles with a population of 251,412 per 2011 
census.  Brown County’s fiscal year begins on January 1 and ends on December 31. 
 
Brown County provides the following services to its citizens: 
Public safety, health and human services, solid waste disposal and port services,  conservation 
and development, education and recreation, highways, airport facilities, health care facilities, 
support for the State’s judicial system, and general administrative services. 
 
Brown County employs over 1,500 full and part-time employees and is organized into 32 
departments and agencies.  The accounting and financial reporting functions of Brown County 
are a combination of both centralized and decentralized activities.  Human Services has their 
own accounting staff. 
 
Brown County has offices located throughout the county.  Travel between offices will be 
required during this engagement. 
 
More detailed information on the government, finances and organizational chart can be found 
in the 2011 Comprehensive Annual Financial Report and the 2012 Adopted Budget on the 
County’s intranet site at http://www.co.brown.wi.us/. 

 
C. Fund Structure:  

            Brown County uses the following fund types and account groups in its financial reporting. 
 

FUND TYPE NUMBER OF FUNDS 
General Fund 1 

Special revenue funds 8 
Debt service funds 1 

Capital projects funds 19 
Permanent funds 0 
Enterprise funds 6 

Internal service funds 8 
Private-purpose trust funds 0 

Investment trust funds 0 
Pension trust funds (& other 

employee benefits) 
0 

Agency funds 4 
Component unit 1 

 
 
 

http://www.co.brown.wi.us/
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D. Budgetary Basis of Accounting:  
Brown County prepares its budgets on a basis consistent with generally accepted accounting 
principles.  It is not the practice of the County to include the statutory budget of the proprietary 
funds in the financial statements. 

 
E. Federal and State Awards:  

 Please refer to the single Audit Report for the year ended December 31, 2011 for a listing of 
state and federal major and non-major financial assistance programs and passenger facility 
charges.  See Attachment J. 

 
F. Pension Plans:  
 Brown County participates in the Wisconsin Retirement System, a cost-sharing multiple-

employer public employee retirement system.  This is a defined benefit retirement program. 
 

G. Component Units:  
Brown County is defined, for financial reporting purposes, in conformity with the 
Governmental Accounting Standards Board's Codification of Governmental Accounting and 
Financial Reporting Standards, Section 2100.  Using these criteria, component units are 
included in Brown County’s financial statements. 
 
The management of Brown County identified the following component unit for inclusion in 
Brown County’s financial statements:  Brown County Aging & Disability Resource Center 
 
Services Provided 
The Aging & Disability Resource Center is a separate agency established to administer 
programs for the elderly and/or disabled of Brown County.  It is funded by federal and state 
grants and County property tax levy and its fiscal year end is December 31. 

 
H. Joint Ventures:  

Brown County currently participates in a joint venture with other governments to provide 
landfill services and single stream recycling processing. 

 
I. Magnitude of Finance Operations:  

The Department of Administration is headed by a Director and consists of 16.5 employees.  
The principal functions performed by this department and others and the number of employees 
assigned to each can be viewed on County’s Internet site at http://www.co.brown.wi.us/. 

 
J. Computer Systems:  

 Hardware:  Windows Server 2008R2 Operating System.  Database software engine is SQL 
Server 2008.   

 Network:  Employee computers are attached to a TCP/IP Network. 
FUNCTION SOFTWARE 
General Ledger/Accounts Payable LOGOS New World ERP System 
Municipal Budget Accounting LOGOS New World ERP System 
Payroll AS400 ACI-LOGOS implementation January 1, 2013 
Purchasing LOGOS New World ERP System 
Tax Billing/Collections AS400 In-House Relational Database 
Fixed Assets AS400 In-House Relational Database – LOGOS in 2013 
Cash Receipts/Miscellaneous Billing Multiple software modules 

http://www.co.brown.wi.us/
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K. Internal Audit Function:  

Brown County has maintained an internal audit function.  The internal audit function reports to 
the County Board Chairman and is staffed by 1 employee.  The internal auditor has the 
following qualifications:  CIA. 

 
L. Availability of Prior Audit Reports and Working Papers:  

Interested proposers who wish to review prior years' audit reports can access the reports on-line 
at Brown County » Departments » Administration » County Financial Reports/Audits (CAFR).  
The website address for Brown County is www.co.brown.wi.us.  

 
M. Schedule for the fiscal year audit: 

 Each of the following should be completed by the auditor no later than the dates indicated.  Due 
to various deadlines, no extensions will be granted to the following timeline – TIME IS OF 
THE ESSENCE.  

 
1. Interim Work:  The auditor shall complete interim work during December. 

 
2. Detailed Audit Plan:  The auditor shall provide Brown County by December 1 both a 

detailed audit plan and a list of all schedules to be prepared by Brown County. 
 

3. Fieldwork:  The auditor shall complete all fieldwork by May 11.  
 
4. Draft Reports:  The auditor shall provide all draft financial statement recommendations, 

revisions and suggestions for improvement to the Finance Director on or about May 25 and 
make recommendations to management available for review by the Internal Auditor and 
Finance Department by May 25. 

 
5. Entrance Conferences, Progress Reporting and Exit Conferences (A similar time schedule 

will be developed for audits of future fiscal years if Brown County exercises its option for 
additional audits).   

 
At a minimum, the following conferences should be held by the dates indicated on the 
schedule: 

 
a. Entrance conference with all key finance department personnel and staff of key offices 

or programs prior to commencement of preliminary field work in a department.  The 
purpose of this meeting will be to discuss prior audit problems and the interim work to 
be performed by the auditor and schedules/information to be provided by the Finance 
Department.  This meeting will also be used to establish overall liaison for the audit and 
to make arrangements for work space and other needs of the auditor. 

b. Progress conference with Department Heads upon completion of field work in a 
Department.  The purpose of this meeting will be to summarize the results of the 
preliminary review and to identify the key internal controls or other matters to be tested. 

c. Progress conference with key Finance Department personnel upon completion of 
preliminary field work.  The purpose of this meeting will be to summarize the results of 
the preliminary review and to discuss schedules/information to be provided by the 
Finance Dept. for year-end work.  Any anticipated findings should also be discussed. 

d. Entrance conference with key Finance Department personnel to commence year-end 
audit work prior to commencement of year-end audit work.  

http://www.co.brown.wi.us/departments/page_11e43cbca5fb/?department=ea13690cbfda&subdepartment=540ce78bbce3
http://www.co.brown.wi.us/
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e. Exit conference with department heads of key offices or programs upon completion of 
field work in a Department.  The purpose of this meeting will be to summarize the 
results of the field work and to review significant findings. 

f. Exit Conference with key Finance Department personnel upon completion of field 
work. The purpose of this meeting will be to summarize the results of the field work 
and to review significant findings. 

 
N. Date Final Report is due:   

Annually, Brown County Finance personnel shall prepare draft financial statements, notes and 
all required supplementary schedules and statistical data on or about May 15.  The auditor shall 
provide all recommendations, revisions and suggestions for improvement to the Finance 
Director on or about May 25.  A revised report, including draft auditor's reports shall be 
delivered to the Director of Administration within one week of providing the draft report. 
 
The Department of Administration will complete their review of the draft report as 
expeditiously as possible.  It is not expected that this process should exceed one week.  During 
that period, the auditor should be available for any meetings that may be necessary to discuss 
the audit reports.  Once all issues for discussion are resolved, the final signed report shall be 
delivered to the Director of Administration.  It is anticipated that this process will be completed 
and available for final printing by Brown County no later than June 15. 
 
The Federal Awards and State Financial Assistance Report and Management Communications 
shall be finalized and delivered to the Director of Administration no later than July 31. 
 
The final report Federal Awards and State Financial Assistance Report and Management 
Communications and 50 signed copies should be delivered to the Director of Administration at 
Room 508, 305 East Walnut Street, Green Bay, WI  54301. 

 
3. ASSISTANCE TO BE PROVIDED TO THE AUDITOR AND REPORT PREPARATION 

 
A. Finance Department and Clerical Assistance: The finance department staff and responsible 

management personnel will be available during the audit to assist the firm by providing 
information, documentation and explanations.  The preparation of confirmations will be the 
responsibility of Brown County staff. 

 
B. Internal Audit Staff Assistance: The internal audit staff of Brown County is typically not 

involved in the preparation of audit information.  All of this is done by the Finance Department 
staff. 

 
C. Electronic Data Processing (EDP) Assistance: The auditor will be provided computer time and 

the use of Brown County’s computer hardware and software. 
   

The use of Brown County’s computer hardware and software will be limited to inquiry 
functions only for general ledger accounts and related receipts, disbursements and payroll 
journals. 

 
D. Statements and schedules to be prepared by the staff of Brown County: The staff of Brown 

County will prepare numerous internal schedules with supporting documentation for each 
balance sheet account in each fund prior to the arrival of the auditors.  In addition, special 
schedules for the auditors are prepared upon their request. 
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E. Work area, telephones, and multi-functional devices: Brown County will provide the auditor 

with reasonable work space, desks and chairs.  The auditor will also be provided with access to 
telephone lines, internet access, and multi-functional devices. 

 
F. Report Preparation: The financial statement report preparation, editing and printing is currently 

done by the County.  The auditor currently prepares and prints the Federal Awards and State 
Financial Assistant Report. 
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Attachment B 
(Provide responses to the questions below when submitting proposal to be considered) 

RFP Questions 
 

Brown County Project #1645 
 

The following details need to be provided in all submitted proposals to be considered for this 
service: 
 

1. TITLE PAGE 
Title page showing the request for proposals subject; the firm’s name, address, phone number, fax 
number, website URL for your firm and any other firm or firms that you would team with, together 
with the name, address, phone, fax and e-mail for the person who should be contacted in regard to 
this RFP.  If you propose to team with another firm, please provide the same information requested 
in this Statement for that firm; 
 

2. TRANSMITTAL LETTER 
A signed letter of transmittal briefly stating the proposer's understanding of the work to be done, 
the commitment to perform the work within the time period, a statement why the firm believes 
itself to be best qualified to perform the engagement and a statement that the proposal is a firm and 
irrevocable offer for 2012, 2013, and 2014 and optional years 2015 and 2016.   

 
3. FIRM QUALIFICATIONS AND EXPERIENCE 

Firms resume describing the firm’s experience with auditing.  The proposer should state the size of 
the firm, the size of the firm's governmental audit staff, the location of the office from which the 
work on this engagement is to be performed and the number and nature of the professional staff to 
be employed in this engagement on a full-time basis and the number and nature of the staff to be so 
employed on a part-time basis. 
 
If the proposer is a joint venture or consortium, the qualifications of each firm comprising the joint 
venture or consortium should be separately identified and the firm that is to serve as the principal 
auditor should be noted, if applicable. 
 
The firm is also required to submit a copy of the report on its most recent external quality control 
review, with a statement whether that quality control review included a review of specific 
government engagements. 
 

4. PARTNER, SUPERVISORY AND STAFF QUALIFICATIONS AND EXPERIENCE 
Identify the principal supervisory and management staff, including engagement partners, managers, 
other supervisors and specialists, who would be assigned to the engagement.  Indicate whether each 
such person is registered or licensed to practice as a certified public accountant in Wisconsin.  
Provide information on the government auditing experience of each person, including information 
on relevant continuing professional education for the past three (3) years and membership in 
professional organizations relevant to the performance of this audit. 
 
Provide as much information as possible regarding the number, qualifications, experience and 
training, including relevant continuing professional education, of the specific staff to be assigned to 
this engagement.  Indicate how the quality of staff over the term of the agreement will be assured. 
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The proposer should identify the extent to which staff to be assigned to the audit reflect Brown 
County’s commitment to Affirmative Action. 

 
Engagement partners, managers, other supervisory staff and specialists may be changed if those 
personnel leave the firm, are promoted or are assigned to another office.  These personnel may also 
be changed for other reasons with the express prior written permission of Brown County.  
However, in either case, Brown County retains the right to approve or reject replacements.   
Consultants and firm specialists mentioned in response to this request for proposal can only be 
changed with the express prior written permission of Brown County, which retains the right to 
approve or reject replacements. 
 
Other audit personnel may be changed at the discretion of the proposer provided that replacements 
have substantially the same or better qualifications or experience.   
 

5. INDEPENDENCE 
The firm should provide an affirmative statement that is independent of Brown County as defined 
by generally accepted auditing standards/the U.S. General Accounting Office's Government 
Auditing Standards.   

 
The firm also should provide an affirmative statement that it is independent of all of the component 
units of Brown County as defined by those same standards. 

 
The firm should also list and describe the firm's professional relationships involving Brown County 
or any of its agencies, component units or primary government for the past five (5) years, together 
with a statement explaining why such relationships do not constitute a conflict of interest relative 
to performing the proposed audit. 

 
6.  LICENSE TO PRACTICE IN WISCONSIN 

 An affirmative statement should be included that the firm and all assigned key professional staff   
 are properly licensed to practice in Wisconsin.  

 
7. PRIOR ENGAGEMENTS WITH BROWN COUNTY 

List separately all engagements within the last five years, ranked on the basis of total staff hours, 
for Brown County by type of engagement (i.e., audit, management advisory services, other).  
Indicate the scope of work, date, engagement partners, total hours, the location of the firm's office 
from which the engagement was performed, and the name and telephone number of the principal 
client contact. 

 
8. SIMILAR ENGAGEMENTS WITH OTHER GOVERNMENT ENTITIES 

For the firm's office that will be assigned responsibility for the audit, list the most significant 
engagements (maximum - 5) performed in the last five years that are similar to the engagement 
described in this request for proposal.  These engagements should be ranked on the basis of total 
staff hours.  Indicate the scope of work, date, engagement partners, total hours, and the name and 
telephone number of the principal client contact. 
 

9. SPECIFIC AUDIT APPROACH 
The proposal should set forth a work plan, including an explanation of the audit methodology to be 
followed, to perform the services required in Attachment A of this request for proposal.  In 
developing the work plan, reference should be made to such sources of information as Brown 
County’s budget and related materials, organizational charts, manuals and programs, and financial 
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and other management information systems.  Proposers will be required to provide the following 
information on their audit approach: 
 
a. Proposed segmentation of the engagement 
b. Level of staff and number of hours to be assigned to each proposed segment of the engagement 
c. Sample size and the extent to which statistical sampling is to be used in the engagement 
d. Extent of use of EDP software in the engagement 
e. Type and extent of analytical procedures to be used in the engagement 
f. Approach to be taken to gain and document an understanding of Brown County’s internal 

control structure 
g. Approach to be taken in determining laws and regulations that will be subject to audit test work 
h. Approach to be taken in drawing audit samples for purposes of tests of compliance 
i. Approach to be taken in determining departmental visits 

 
10. IDENTIFICATION OF ANTICIPATED POTENTIAL AUDIT PROBLEMS 

The proposal should identify and describe any anticipated potential audit problems, the firm's 
approach to resolving these problems and any special assistance that will be requested from Brown 
County. 
 

11. REPORT FORMAT 
The proposal should include sample formats for required reports. 
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Attachment C 
(This attachment is provided for your information only. There is no need to sign or mail it back.) 

 
RFP Scoring 

 
Brown County Project #1645 

Responses to this RFP will be evaluated according to the following by a scoring team: 
 
1.  PROPOSAL EVALUATION PROCESS 
 The following steps will be observed in the evaluation of vendor proposals: 

 
a. Brown County will establish a proposal scoring team; 
b. The proposal scoring team will review all proposals received and score the proposals in 

accordance with the predefined scoring methodology; 
c. Composite scores will be developed summarizing the individual scoring efforts of each 

proposal scoring team member; 
d. Vendors will be ranked by composite score 
e. In order for proposals to be evaluated the following items are mandatory:  

• The audit firm is independent and licensed to practice in Wisconsin.  
• The firm has no conflict of interest with regard to any other work performed by the firm for 

Brown County. 
• The firm adheres to the instructions in this request for proposal on preparing and submitting 

the proposal.  
• The firm submits a copy of its last external quality control review report and management 

letter and the firm has a record of quality audit work. 
f. Any proposal whose price is over-budget may not be scored or considered. 

 
2.  PROPOSAL SCORING METHODOLOGY 
     The following is a summary of the proposal evaluation factors and the point value assigned to each.     
     These factors will be used in the evaluation of the individual vendor proposals.  Points will be   
     awarded on the basis of the following factors:       

                                                 
Specifications Points 
1.  Proposal Thoroughness  10 
2.  Expertise and Experience 25 
3.  Audit Approach 25 
4.  References 10 
5.  Pricing 30 
Total 100 

 
3.  EVALUATION FACTORS 
     The evaluation factors to be used in proposal scoring are described below: 

a. Proposal Thoroughness:  Proposals will be evaluated on how well the proposal is laid out in 
accordance with the RFP Requirements. 

b. Expertise and Experience:  The firm's past experience and performance on comparable 
government engagements, the quality of the firm's professional personnel to be assigned to 
the engagement and the quality of the firm's management support personnel to be available 
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for technical consultation, experience with Wisconsin Counties, and experience with Single 
Audit.  

c. Audit Approach:  Proposals will be evaluated on submitted Audit Approach including of 
proposed staffing plan for various segments of the engagement, adequacy of sampling 
techniques and adequacy of analytical procedures.          

d. References:  Proposals will be evaluated on feedback received from references.   
e. Pricing:  Pricing is scoring based on a formula with the lowest price submitted that is divided 

by the price of each prospective vendor times the established point value times the weight 
factor percentage. 
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Attachment D 
 (Use of this form is required when submitting proposal) 

 
Proposal Rate Sheet 

Brown County Project #1645   
Vendor information: 
 
Company Name:           
 
Contact Person:__________________        
 
Address:            
 
City, State, Zip:           
 
Phone ________________ Fax  _________________ E-mail______________________  
 
Do you accept MasterCard for Credit Card Payment?  __yes or no___ 
 
Total All-Inclusive Maximum Price for 2012:    _______________________________ 

Total All-Inclusive Maximum Price for 2013:    _______________________________ 

Total All-Inclusive Maximum Price for 2014:    _______________________________ 

Total All-Inclusive Maximum Price for optional 2015 year:  _______________________________ 

Total All-Inclusive Maximum Price for optional 2016 year:  _______________________________ 

 
Breakdown for the audit of the 2012 financial statements 

Personnel Hours Standard 
Hourly 

Rate 

Quoted 
Hourly 

Rate 

Quoted Total 

Partners     
Managers     

Supervisory Staff     
Other (specify):     

     
Subtotal     

Federal Awards and State 
Financial Assistance Report 

N/A N/A   

Out of pocket expenses N/A N/A   
Meals/Lodging N/A N/A   
Transportation N/A N/A   
Other (specify):     

     
Total All-inclusive maximum 

for 2012 audit 
    

Rates should not be presented as a general percentage of the standard hourly rate or as a gross 
deduction from the total all-inclusive maximum price. 
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Notes:             

             

              

The total all-inclusive maximum price to be proposed is to contain all direct and indirect costs 
including all out-of-pocket expenses.  Brown County will not be responsible for expenses incurred in 
preparing and submitting the technical proposal or the sealed dollar cost proposal.  Such costs should 
not be included in the proposal.  Any applicable costs may include the following: 
 

1. Rates by Partner, Specialist, Supervisory and Staff Level Times Hours Anticipated for Each 
 

2. The cost of special services should be disclosed as separate components of the total all-
inclusive maximum price. 

 
3. Any applicable Out-of-pocket Expenses Included in the Total All-inclusive Maximum Price 

and Reimbursement Rates. 
 

4. Out-of-pocket expenses for firm personnel (e.g., travel, lodging and subsistence) will be 
reimbursed at the rates used by Brown County for its employees.  All expense reimbursements 
will be charged against the total all-inclusive maximum price submitted by the firm.  In 
addition, firm will accept reimbursement for travel, lodging and subsistence at the prevailing 
Brown County rates for its employees. 

 
5. Any applicable rates for Additional Professional Services. 

 
6. If it should become necessary for Brown County to request the auditor to render any additional 

services to either supplement the services requested in this RFP or to perform additional work 
as a result of the specific recommendations included in any report issued on this engagement, 
then such additional work shall be performed only if set forth in an addendum to the contract 
between Brown County and the firm. Any such additional work agreed to between Brown 
County and the firm shall be performed at the same rates set forth in the schedule of fees and 
expenses included in the sealed dollar cost proposal. 

 
7. Disclose any applicable fees associated with consultation or advice provided during the year on 

the proper accounting treatment of unusual events. 
 

8. Disclose fees in connection with the sale of debt securities and an approximation of what the 
charge would be. 

 
9. Disclose any applicable fees associated with telephone calls made during the year regarding 

financial reporting matters relating to the audit. 
 

10. Disclose any applicable fees associated with telephone calls made during the year regarding 
operational matters. 
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Attachment E 
(Use of this form is required; please fill out and return with submitted proposal) 

 
Reference Data Sheet 

 
Brown County Project #1645 

 
Provide a list of at least three and not greater than five clients’ that you are currently providing auditing 
services of similar scope with at least one from the public sector.  
 
You must verify that contact person listed is accurate and still employed with the company.  
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
 
Agency:           
Address:           
Telephone:           
Contact Person:          
Email address:           
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Attachment F 
(Use of this form is required when submitting proposal) 

 
Designation of Confidential and Proprietary Information 

 
Brown County Project # 1645 

 
The attached material submitted in response to project #1645 includes proprietary and confidential information 
which qualifies as a trade secret, as provided in s. 19.36(5) Wis. Stats., or is otherwise material that can be kept 
confidential under the Wisconsin Open Records Law.   As such, we ask that certain pages, as indicated below, 
of this bid/proposal response be treated as confidential material and not be released without our written 
approval. 
 
Prices always become public information when bids/proposals are opened, and therefore cannot be kept 
confidential. 
 
Blanket labeling of confidential/proprietary information in headers/footers of documents will not be 
considered as confidential/proprietary. 
 
Information cannot be kept confidential unless it is a trade secret.  Trade secret is defined in s. 134.90(1) (c), 
WI’s Stats. as follows:  “Trade secret” means information, including formula, patter, compilation, program, 
device, method, technique or process to which all of the following apply: 

1. The information derives independent economic value, actual or potential, from not being generally 
known to, and not being readily ascertainable by proper means by, other persons who can obtain 
economic value from its disclosure or use. 

2. The information is the subject of efforts to maintain its secrecy that are reasonable under the 
circumstances. 

 
We request the following pages not be released 
 
Section     Page #  Topic 
 
             
 
             
 
             
 
             
 
             
 
             
 
IN THE EVENT THE DESIGNATION OF CONFIDENTIALITY OF THIS INFORMATION IS 
CHALLENGED, THE UNDERSIGNED HEREBY AGREES TO PROVIED LEGAL COUNSEL OR 
OTHER NECESSARY ASSISTANCE TO DEFEND THE DESIGNATION OF CONFIDENTIALITY 
AND AGREES TO HOLD Brown County HARMLESS FOR ANY COSTS OR DAMAGES ARISING 
OUT OF THE COUNTY’S AGREEING TO WITHOLD THE MATERIALS. 
 
Failure to include this form in the bid/proposal response may mean that all information provided as part of the 
bid/proposal response will be open to examination and copying.  The County considers other markings of 
confidential/proprietary in the bid/proposal document to be insufficient.  The undersigned agrees to hold the 
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County harmless for any damages arising out of the release of any materials unless they are specifically 
identified above. 
 
Company Name :         
 
 
Authorized Representative:        
        Signature 
 
Authorized Representative:        
      Type or Print 
 
Date:           
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Attachment G 
 

(If Addendums exist for this project, please sign and date and send with your proposal) 
 

Addendum Acknowledgement 
 

Receipt Schedule 
 

Brown County Project #1645 
 

The undersigned acknowledges receipt of the following addendum: 
 

            Addendum #1 Initials     
 
 Addendum #2 Initials     
 
 Addendum #3 Initials     
 
 Addendum #4 Initials     
 
The undersigned agrees with the following statement: 
I have examined and carefully prepared the RFB/RFP/RFQ from the plans and specifications and have 
checked the same in detail before submitting the RFB/RFP/RFQ to Brown County.   
 
Name___________________________________________________________________ 
 Signature 
 
Date____________________________________________________________________ 
 
If this RFB/RFP/RFQ is assigned a project number all vendors are responsible to check for addendums, posted on our web 
site at e, for this project prior to the due date. No notification will be sent when addendums are posted unless there is an 
addendum within three business days of RFB/RFP/RFQ due date.  
 
All vendors receiving initial notification of project and those who register as downloading the project off our web site will 
be notified, by Brown County, of all addendums issued within 3 business days prior to due date. If RFB/RFP/RFQ has 
already been submitted, vendor is required to acknowledge receipt of addendum via fax or e-mail prior to due date. New 
RFB/RFP/RFQ must be submitted by vendor if addendum affects costs. 
 
Vendors that do not have Internet access are responsible for contacting our purchasing department at 920-448-4040 to 
ensure receipt of addendums issued. 
 
RFBs/RFPs/RFQs that do not acknowledge addendums may be rejected. 
 
All RFBs/RFPs/RFQs submitted will be sealed. Envelopes are to be clearly marked with required information. Sealed 
RFBs/RFPs/RFQs that are opened by mistake due to inadequate markings on the outside may be rejected and returned to 
the vendor. 
 
 
 
 

 

http://www.co.brown.wi.us/
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Attachment H 
(This attachment is provided for your information only. There is no need to sign or mail it back.) 

 
Appeals Process 

 
Brown County Project #1626 

 
To: Vendors 
RE: Brown County Appeals Process 
 
An appeal refers to a written request from a vendor for reconsideration of vendor selection on a RFB, 
RFQ or RFP. 
 
Appeals may be submitted for the following purchases: 
 

1. The item is a public work project bid under Section 55.52 (29) and 66.29 of the Wisconsin 
Statutes, or 

 
2. The item price is $5,000 or more or the total order is $10,000 or more, and 

 
3. Vendor selection was based on factual errors, or 

 
4. The lowest price vendor was not selected, or 

 
5. Failure by the County or its agents to adhere to the County’s policies and procedures or other 

legal requirements. 
 
Appeals shall be submitted in writing and should specify the factual error or policy, procedure or other 
legal requirement which has been violated.  Vendor appeals are to be submitted to the Internal Auditor 
within 72 hours of receipt of rejection letter.  Appeals not containing the necessary information or not 
filed on a timely basis shall be rejected by the Internal Auditor. 
 
If the Internal Auditor determines that an appeal is valid, an appeals hearing shall be convened. A 
decision on all appeals will be rendered within 5 working days of the date upon which the request for 
appeal was received. All decisions of the Appeals Committee shall be final. 
 
Submit to:   Brown County Internal Auditor 
         P.O. Box 23600 
                    Green Bay, WI.  54305-3600 
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BROWN COUNTY EMPLOYEE HANDBOOK 

 
SECTION 1 – INTRODUCTION 

 
1.01 General Policy Statement.  It is the policy of Brown County to provide equal opportunity 

in employment to all qualified employees and applicants for employment. Positive action 
is required from all employees to help ensure that Brown County complies with its 
obligations under state and federal law. This Handbook is not a contract of 
employment; the Handbook supersedes and replaces provisions previously found in 
collective bargaining agreements that have expired and/or found in personnel policies 
and procedures that require modification due to the Budget and Budget Repair Bill. The 
Handbook applies to non-represented employees as well as general municipal 
employees previously covered under a collective bargaining agreement. In addition to 
subjects covered by this Handbook, individual departments may adopt department-
specific rules.  For employees who remain covered under a collective bargaining 
agreement, the terms of the bargaining agreement supersede the terms of the 
Handbook.  Pursuant to Section 4.04 of the Brown County Code, all employees are “at 
will” employees.  This Employee Policy Manual has been prepared for informational 
purposes only.  This Handbook does not cover every situation which may conceivably 
occur, and may be modified as the need arises.  None of the statements, policies, 
procedures, rules or regulations contained herein constitute a guarantee of employment, 
a guarantee of any other right or benefit, or a contract of employment, express or 
implied. 

 
1.02 Role of Management.  Certain rights and responsibilities are imposed by state and 

federal laws and regulations. Many of these rights and responsibilities have implications 
for policies and procedures governing employment. For this reason, Brown County 
reserves any and all management rights regarding employees' employment status.  The 
role of management includes, but is not limited to, the right to: 

 
 a) Manage and direct the employees; 
 b) Hire, promote, schedule, transfer and assign employees; 
 c) Lay off and recall employees; 
 d) Discharge employees or take disciplinary action; 
 e) Schedule overtime as required; 
 f) Develop job descriptions; 
 g) Assign work duties; 

h) Introduce new or improved methods or facilities or change existing methods or 
facilities; 

 i) Contract out for goods and services; 
 j) Discontinue certain operations; and 
 k) Direct all operations of Brown County. 
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SECTION 2 – POSITION CLASSIFICATION 
 

2.01 Employment Type.  Each employee of Brown County is assigned to a certain 
employment type to satisfy required legal obligations and County requirements. 

 
2.02 Employment Status: 
 
 a) Regular Employee.  Regular employees are assigned to full-time and/or part-time 

 positions that are expected to remain employed by Brown County on a regular, 
 ongoing basis as long as work is required or necessary, the employee(s) perform 
 satisfactorily, and the department supports the continuing existence of the 
 position.  

 
                        1) Regular full-time employees work equivalent to the department’s normal, 

 full-time work period on a regular basis.  
 
  2) Regular part-time employees work fewer hours than the department’s  

  regular full-time workweek on a regular basis.  
 
 b) Limited Term Employment.  Limited Term Employees (LTE) are assigned by the 

 County to positions that are not expected to remain employed by the County on a 
 regular, ongoing basis.   Employment beyond any stated period does not in any 
 way imply a change in employment status, unless otherwise notified in writing by 
 the Human Resources Department. Assignments in this category require 
 individuals to engage in either full-time or part-time hours with the understanding 
 that their employment may be terminated at the end of a project, funding source, 
 or previously established date.  LTEs are not Regular Employees and may be 
 dismissed at the discretion of the County.  

 
1) While LTEs receive all legally mandated benefits (e.g. worker 

compensation insurance, Social Security, etc.), they are ineligible for all of 
Brown County’s other benefit programs, unless specifically notified in 
writing by the Human Resources Department. 

 
2) Types of limited term employees include, but are not limited to the 

following: 
 
   i) Temporary Employees 
 
   ii) Summer/Seasonal 
 
   iii) Co-op Students/Interns 
 
   iv) Project Employees 
  
   v) On-Call 
 
   vi) Grant Funded 
 

3) Limited term employees who meet WRS eligibility requirements may be 
eligible for benefits offered through the Wisconsin Retirement System. 
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2.03 FLSA Status.  Each position is designated as either Non-exempt or Exempt from the 

Federal Fair Labor Standards Act (FLSA) and state wage and hour laws.  The 
determination of whether a position will be classified as Exempt or Non-Exempt shall be 
made in accordance with federal and state wage and hour laws. 

 
a) Exempt Employees.  Exempt employees are those employees exempt in 

accordance with the Fair Labor Standards Act, and are excluded from specific 
provisions of the FLSA (e.g., overtime) and may include, but are not limited to, 
Department Heads, supervisors, managers, professionals.  Exempt employees 
are paid on a “salary basis.” 

 
b) Non-Exempt Employees.  Non-exempt employees as determined in accordance 

with the FLSA are classified as hourly employees and are entitled to receive 
overtime compensation, or compensatory time off, for all hours worked beyond 
the established work period under the specific provisions of this handbook. 

 
 
 

SECTION 3 – POSITION CONTROL 
 

3.01 Position Description.  Each position shall have a written position description which 
provides a non-exhaustive list of job duties and is compliant with legal obligations and 
County requirements. All position descriptions shall be approved by the Human 
Resources Department. 

  
a) Assignment to a compensation plan or wage schedule shall be determined by an 

objective evaluation, internal comparisons, and salary survey results compiled by 
the Human Resources Department, with input from the Department Head.  

 
b) Any change of a position’s title or change in regular job duty assignment or 

responsibility in the position description in which the employee would be working 
outside of their current classification on a continual basis shall require a 
submission of a proposed job classification by the requesting Department Head 
to the Human Resources Department for approval by the County Executive.  

 
c) Any changes to the position shall be submitted to the Human Resources 

Department for review, classification, and approval.  The Human Resources 
Department will review said changes with the County Executive and submit 
changes resulting in reclassifications to the County Board in the form of a 
resolution for approval. 

 
3.02 Creating New Positions.  The Board shall allocate to each department the maximum 

number of full-time equivalent (FTE) employees.  
 

a) Budgeted requests to be considered during the budget process for new positions 
shall be submitted to the Human Resources Department on or before the date 
designated by the County Executive at the beginning of the annual budget 
process. 
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b) Requests made outside of the budget process shall be justified in the same 
manner as the budget process, but will follow an alternate timeline.  

 
c) The Human Resources Department will evaluate the request and provide a 

recommendation to the County Executive. The County Executive will determine 
whether or not the said position is to be included in the annual budget submitted 
to the Board.  

 
d) If the County Executive determines said position is to be included in the annual 

budget, a resolution shall be drafted for consideration by the Board prior to the 
adoption of the Resolution Establishing the Brown County Budget. 

 
e) Any position created during the budget process shall be effective January 1 of 

the following year, unless otherwise provided.  A position created outside of the 
budget process shall be effective on the date of passage of the resolution 
creating and authorizing said position, unless otherwise provided. 

 
3.03 Position Resolutions.  Any request for a new position, or a permanent increase in 

budgeted hours for a position requires the approval of the County Board, subsequent to 
the approval of the Human Resources Manager and the County Executive. 

 
3.04 Reorganization/Reclassification.  The Department Head shall submit a proposed 

reorganization plan or job reclassification request to the Human Resource Department 
for review.  The Human Resources Department shall submit its findings and 
recommendations to the County Executive.  The County Executive shall review such 
findings and submit his/her approval, modification or disapproval to the Human 
Resources Department.   

  
a) If the proposed reorganization or reclassification involves a change in salary or 

wages, or an increase in budgeted hours for a position, such proposal must be 
submitted to the County Board for final approval.  Such request shall be 
submitted in the form of a resolution to the appropriate committee. 

 
3.05 Employee Holding Two County Jobs.  No employee shall be employed in more than 

one County position at any time without the prior written approval of the Human 
Resources Manager. 

 
3.06 Filling Vacancies.  There is no requirement to fill all positions authorized by the County 

Board.  Department Heads are encouraged to continually evaluate their department 
needs prior to filling open positions. 

  
3.07 Unfunded Positions.   Positions in the table of organizations that are not funded cannot 

be filled.  
 
3.08 Employee Holding Outside Job.  Every employee who holds a job in addition to 

County employment shall inform their Department Head of the nature of such 
employment.  Employment on a full-time basis with the County should be considered the 
employee’s primary employment.  Secondary employment with other entities must not 
conflict with the duties of the employee. 
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SECTION 4 – EMPLOYEE RECRUITMENT AND SELECTION PROCESS 

 
4.01 Authorization to Hire.  Department Heads wishing to fill vacancies in existing budgeted 

positions shall submit a requisition to the Human Resources Department prior to 
initiating recruitment. The Human Resources Manager shall review and verify the 
information, provide appropriate comments and recommendations, and forward the 
requests to the County Executive for final authorization. 

 
4.02 Vacancies.  In an effort to recruit the most qualified individuals, to ensure fair 

employment opportunity and to help in Affirmative Action communication efforts, the 
Human Resources Department will coordinate the posting of job opportunities, including 
external announcements of Brown County Job Opportunities. When the County 
determines that a vacancy or a new position will be filled, the County, in its sole 
discretion, may post notice of such vacancy or position electronically by the Human 
Resources Department.  Job openings which the County chooses to post will be posted 
for a minimum of five (5) working days.  The County retains the right to determine 
whether and when to recruit outside applicants. 

 
4.03 Selection Process.  The Human Resource Department will coordinate the hiring and 

selection process.   
 
4.04 Applications.  Prospective employees and employees seeking promotion, transfer, or 

voluntary demotion shall utilize the County’s online application system which is required 
for all positions. Prospective employees, and employees seeking promotion or transfer, 
may post a résumé in addition to an application, but a résumé shall not substitute for an 
application. 

 
a) The County will provide reasonable accommodations, upon request, to any 

individual with disabilities applying for employment. 
 
4.05 Selection Devices.  The Human Resources Department shall be responsible for 

determining methods to be used to screen applicants for position vacancies. Such 
methods or devices may include, but need not be limited to the following:  

 
a) Review of education, training and experience as shown on the application or 

other supplemental materials.  
 

b) Practical written or oral tests, work sample or performance tests, if job related.    
The Human Resources Department will work with the Sheriff’s Department to 
administer and score Law Enforcement Testing.    

 
c) Physical tests of strength, stamina or dexterity and pre-employment health 

examination, when job related. 
 

d) Background and reference inquiries. 
 

4.06 Applicant Testing. To avoid the practice effect, or gains from having taken the same or 
similar exams previously, the Human Resources Manager may allow the reuse of an 
exam score within a twelve (12) month period.  
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4.07 Applicant Selection. In consultation with the Human Resources Department, the 
Department Head, Elected Officer or their designee shall determine which applicants 
meet the minimum qualifications for the position.  Qualified applicants are referred to the 
applicable departments for consideration by the Department Head.  The Human 
Resource Manager may grant departments the authority to schedule and coordinate 
interviews provided they are trained in the necessary processes. 

 
4.08 Pre-Employment Policies.  Prior to an offer of employment, the Human Resource 

Department will ensure completion of the appropriate Background Check, credit 
verification, drug and alcohol test, physical examination or similar post offer inquiry. 

 
4.09 Interview Expense Reimbursement.   Except as provided herein, all applicants invited 

to participate in the Brown County selection process will do so at their own expense.  
Applicants may be reimbursed for all or part of reasonable expenses incurred in 
conjunction with an interview including travel, meals and overnight accommodations as 
determined by the Human Resources Manager and approved by the County Executive.  
All reimbursement requests must conform to transportation, meal, and lodging 
maximums and receipt. 

 
4.10 Confidentiality.  Formal selection materials shall be known only to the Human 

Resources Department Staff and other persons they designate on a need to know basis.  
Every precaution shall be exercised by all persons participating in the development and 
maintenance of materials to insure the highest level of integrity and confidentiality. 

 
4.11 Notification of Candidates. The Human Resources Manager shall determine the 

proper notice given to candidates.  Each person competing in the selection process at or 
beyond the interview stage shall be given written notice of whether or not he/she was 
selected for the position. 

 
4.12 Eligibility Lists. The Human Resources Manager shall have the authority to establish 

and maintain eligibility lists as may be necessary or feasible. The duration of eligibility 
lists shall not generally exceed one (1) year with extension possible at the discretion of 
the Human Resources Manager. Eligibility lists may be terminated if they no longer 
contain a sufficient number of qualified or interested applicants. A candidate may be 
removed from an eligibility list at the discretion of the County.   Placement of a candidate 
on an eligibility list does not guarantee an offer of employment or promotion. 

 
4.13 Contingent Offers of Employment.  The Human Resources Department may extend 

an offer of employment—which may be withdrawn at any time—that is contingent upon 
the applicant successfully completing a physical examination, drug and alcohol test, 
credit verification, or similar post-offer inquiry.  

 
4.14 Relocation Expense.  When the County fills a FLSA exempt position with an individual 

who does not reside in Brown County, upon prior approval of the Human Resources 
Manager and County Executive, the County may pay the reasonable cost of the 
relocation upon request and proof. 

 
4.15 Employment of Minors.   In limited circumstances, Brown County may utilize minors for 

staffing purposes, if not prohibited by law. The utilization of minors for staffing purposes 
may only be done with the authorization of the Human Resources Department. When 
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authorized for employment, those applicants will be required to provide a work permit to 
the Human Resources Department prior to engaging in any work activity.  

 
4.16 Nepotism.    
 

a) No person shall be employed, promoted, or transferred to any department or 
agency within Brown County government or to a division or section thereof when, 
as a result, he or she would be directly supervising or receiving direct supervision 
from a member of his or her immediate family or working directly above the 
relative’s immediate supervisor or directly for the relative’s immediate supervisor.  
Immediate family is defined as wife, husband, father, mother, guardian, sister, 
brother, children of employees, step-children of employees, aunt, uncle, 
grandchildren, grandparents, father-in-law, mother-in-law, sister-in-law or 
brother-in-law. 

 
b) No person shall be employed, promoted, or transferred to any department or 

agency within Brown County government employment when a member of the 
person’s immediate family is already employed within that department or agency 
if the Human Resources Manager determines that such employment, promotion 
or transfer would be detrimental to the best interests of Brown County. 

 
 

SECTION 5 – BACKGROUND VERIFCATION 
 

5.01 Verification of Qualifications.   Those employees who are required to have a valid 
Wisconsin driver’s license, commercial driver’s license, other license or certification, or a 
degree to perform their duties, shall provide a current copy of the driver’s license, CDL, 
other license or certification or degree to be placed in their personnel file. 
 

5.02 Caregiver Background Checks.  The Wisconsin legislature and the Wisconsin 
Department of Health Services have enacted laws and regulations which mandate the 
completion of background checks on certain caregivers.  The County is prohibited from 
employing any person, or accepting volunteer services from any person, who has been 
convicted of, or has a pending charge for a serious crime as provided by statute or 
Department rule.  The Human Resources Manager is responsible for managing and 
coordinating all background checks.  After a conditional offer of employment has been 
made, or volunteer services have been accepted, the Human Resources Department 
shall conduct a caregiver background check in compliance with Wisconsin Statutes. 
 
a) The County shall fully comply with the laws and regulations governing 

background checks.  In the event the regulations or laws are amended, this 
Policy and the applicable terms, conditions or requirements of the Policy shall be 
deemed to have been amended automatically. 

 
b) The County shall, to the extent authorized by law, complete a background check 

on all new employees before a conditional offer of employment has been made.  
Said background check shall be in compliance with Wisconsin Statutes. 

 
5.03 Criminal Background Checks for New Employees.  The Human Resources 

Department, or its designee, shall conduct a criminal background check in compliance 
with Wisconsin Statutes.  All employees are required to have a criminal background 
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check.  Brown County does not discriminate on the basis of pending arrest or conviction 
record, as provided by state law, unless the circumstances of the arrest or conviction 
substantially relate to the job. 

 
5.04 Employment References.  Unless delegated by the Human Resources Manager, no 

County employee shall reply to an official reference check from a potential employer.  
Requests for reference checks should be forwarded to the Human Resources 
Department and must be made in writing and include an authorization from the 
employee for the release of the requested information.  The Human Resources Manager 
may direct the questions to the Department Head who may respond in writing with a 
copy of the Human Resources Manager.  In certain instances it may be necessary to 
provide a verbal response, but this shall only be done with a written release and at the 
direction of the Human Resources Manager.  In the event a reference check is not 
accompanied by an employee release, the Human Resources Department shall provide 
the dates of employment, position held, annual salary, and job location only.  This 
paragraph is not intended to prohibit employees from serving as personal references.  
For purposes of this policy, personal references are construed to mean references that 
do not speak to the candidate’s work performance or specific service to the County, but 
rather the candidate’s personal characteristics, educational background, and personal 
dealings with the referring employee.  The referring employee assumes all liability for the 
content of the personal reference.  Employment verification requests shall be referred to 
the Human Resources Department and must include the same authorization 
requirements as listed above.  Payroll and salary verification requests may be sent 
directly to the Human Resources Payroll Department. 

 
a) Liability.  Individuals providing employment references that are in “good faith” are 

granted a civil liability exemption under Wis. Stats. § 895.487. 
 

5.05 Background Checks for Existing Employees.  The County is required to conduct 
caregiver background checks for existing employees as provided by Wisconsin Statute.  
All County employees subject to the caregiver background check regulations shall notify 
the Human Resources Department as soon as possible about any pending charge or 
conviction of any crime which has been or is being investigated by any governmental 
agency of any act or offence specified under Wisconsin Statutes as it relates to acts or 
offenses that may be reasons for barring a person from employment as a caregiver.  
This same policy shall apply to all contracted persons and volunteers. 

 
 
 

SECTION 6 – DRUG AND ALCOHOL TESTING 
 

6.01 Drug and Alcohol Testing for New Employees.  Brown County may require all final 
candidates for employment to successfully complete a County drug and/or alcohol test.  
Applicants shall be disqualified from further consideration for employment for refusal to 
submit to a required drug and alcohol test or if a candidate receives a confirmed positive 
drug and/or alcohol test result.  An exception may be made in cases where the 
candidate has a valid prescription for a drug that yields a positive result in the test.  If an 
external applicant applies and is considered a candidate for another position, he/she 
may be required to submit to another drug and/or alcohol test. 
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6.02 Drug and Alcohol Testing for Existing Employees.  Brown County may conduct drug 
and alcohol testing based on reasonable suspicion that an employee is under the 
influence of alcohol or illegal drugs.  Brown County may also conduct testing for 
employees in testing-designated positions (such as CDL).    

 
a) Employees in testing-designated positions may have established, by either state 

law or agreement, specific drug testing procedures.  In those instances, such 
established procedures shall supersede the procedures outlined above. 

 
b) A department may implement a procedure for random and/or annual testing for 

existing employees that are in certain operations. 
 
6.03 Drug Testing Procedures.  Brown County will utilize the policies and procedures set 

forth by the laboratory selected to perform the tests.  Any laboratory selected will be 
NIDA certified. 

 
a) The testing or processing phase shall consist of an initial screening test and a 

confirmation test.   An initial positive test result will not be considered conclusive; 
rather, it will be classified as “confirmation pending.”  Notification of test results to 
the supervisor or other departmental designee shall be held until the confirmation 
tests results are obtained.   

 
b) A specimen testing positive will undergo an additional confirmatory test.  The 

confirmation procedure shall be technologically different and more sensitive than 
the initial screening test.  Where a positive test result is confirmed, specimens 
shall be maintained in secure, refrigerated storage for one year. 

 
c) Whenever there is reason to believe that the candidate may have altered or 

substituted the specimen to be provided, a second specimen shall be obtained 
immediately under direct observation of the testing personnel. 

 
d) All records pertaining to department-required drug tests shall remain confidential; 

and will not be provided to other employers or agencies.  Drug test results and 
records shall be sent directly to the Human Resources Department and will be 
maintained for one year. 

 
e) Candidates having negative drug test results shall receive a memorandum 

stating that the test results were negative. 
 

 
 

SECTION 7 – NEW EMPLOYEE OREINTATION  
 
7.01 New Employee Orientation.  New employee orientation is mandatory for all new 

regular employees.  The Human Resources Department will regularly schedule 
countywide orientation. 

 
7.02 Orientation to the County.  The Human Resources Department is responsible for 

providing an orientation to familiarize new employees with their obligations and rights, 
and to inform them about the general functions of Brown County. A copy of this 
employee manual shall be provided to each new employee.  Each new employee shall 
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sign the Acknowledgment Form at the back of this policy, indicating that they have 
received a copy and the same will be placed in the employee’s personnel file.  When 
appropriate, a copy of the applicable union collective bargaining agreement or non-union 
wage schedule shall be given to all new employees by the Human Resources 
Department.   

 
7.03 Orientation to the Work Site.  The Department Head or designee shall also orient each 

new employee to his/her job and work site.  Said orientation shall include introduction to 
co-workers, safety regulations, break periods, purchasing supplies, use of the telephone, 
and other items as deemed necessary.   Departments are responsible for obtaining 
access to the necessary systems required for the employee duties (e-mail and software 
access, telephone access, etc.) 

 
 
 

SECTION 8 - INITIAL EMPLOYMENT PERIOD 
 
8.01 Initial Employment Period.  An initial employment period allows a new employee time 

to demonstrate knowledge and skills with their new role with Brown County and allows 
that employee’s supervisor time to provide training and evaluate the employee’s 
performance.  

 
a) All regular full and part-time positions shall have an initial employment period of 

six (6) months. Public Safety-related positions (Correction Officers, Patrol 
Officers, and Telecommunications Operators) shall have an initial employment 
period of one (1) year. 

 
b) It is understood that during the initial employment period with Brown County the 

employment relationship may be terminated at any time, with or without cause, 
by the employee or Brown County. 

 
8.02 Extension of Initial Employment Period.  A new hire initial employment period may be 

extended beyond the six (6) month period if the Department Head and Human 
Resources determine that an additional amount of time is needed to effectively evaluate 
the employee’s ability to assume the responsibilities of the position. 

 
8.03 Orientation Period.  An employee who is transferred into a different position may be 

required to serve an orientation period of up to ninety (90) days in the new position.  The 
Department Head and Human Resources will make the determination of whether the 
employee will serve an orientation period, determine the length of the orientation period 
and will make the determination at any time during the orientation period whether the 
employee has shown the ability to assume the responsibilities of the position. 
 
 
 

SECTION 9 – SALARY ADMINISTRATION AND 
STATUS CHANGES 

 
9.01 Compensation Plan.   The compensation plan for employees shall include the schedule 

of pay grades consisting of minimum and maximum rates of pay for all classes of regular 
full-time and part-time positions as reflected in the table of organization.  
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9.02 Salary Structure. 
 

a) Regular Full-time and Part-time Employees.  Rates of pay for regular employees 
are established by County Board Ordinance.   Normal rules on initial employment 
apply.   

 
b) Limited Term Employees.  Rates of pay for LTE positions are established by 

County Board Ordinance.  Normal rules on initial employment apply.  LTEs 
returning after a successful season's work may be paid at the appropriate step in 
the wage plan.   

 
c) Reclassifications.   Wage adjustments because of reclassifications are handled 

under the same rules as Promotions, Demotions or Transfers.  An employee, 
who has been granted a reclassification of the position held to a higher pay grade 
than his/her current rate, shall be paid at the higher rate of pay from the date the 
reclassification is approved by County Board. 

 
d) Pay Increases during Initial Employment Period.   No pay raise shall be granted 

to new employees during the initial employment period. At the successful 
conclusion of the initial employment period, the employee shall be entitled to any 
general pay raise which occurred during the employee’s initial employment 
period. 

 
e) Review of Compensation Plan for Non-Represented Employees.  The Human 

Resources Department will use the following procedure in the review of salary 
requests.  Non-represented employees may submit a request to their Department 
Head using a standardized form contained in the Human Resources Department.  
The Department Head then makes a recommendation and forwards the request 
to Human Resources.  The Human Resources Department will conduct a salary 
analysis, addressing such factors as turnover, ability to recruit, relevant market 
wages, and internal equity.   

 
1) The Human Resources Department will report its findings and 

recommendation to the County Executive.  If the request is approved and 
is part of the budget process, it will be submitted to the County Board for 
approval.  If the request is made outside the budget process and is 
approved, the Human Resources Department will prepare a resolution 
authorizing the equity adjustment and will forward the resolution 
according to standard procedure. 

 
9.03 Status Changes. 
 

a) LTE to Regular Employee.  An employee working in a limited term position, who 
then becomes a regular County employee, in the same classification, may have 
time worked as a limited term employee credited toward the appropriate initial 
employment period and years of service.  

 
b) Part-time to Full-time Employee.  An employee who transfers from part-time or 

full-time in the same classification will be placed at the same step.  In certain 
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circumstances the hours of existing part-time employees may be increased in 
lieu of other limited term employment options. 

 
c) Regular to LTE Employee.  A regular employee, who transfers to a limited term 

position in the same classification, will be placed at the same step. 
 

d) Promotion.  When promoted, an employee's pay shall be increased to a step of 
the pay grade for the class to which the employee is being promoted. If the 
employee's present pay is already above the minimum starting salary, he/she 
shall be placed in a step of the pay grade for the class to which the employee is 
being promoted which will provide a pay increase based on qualifications.  

 
e) Demotion.  When an employee is demoted for any reason, the Human 

Resources Manager shall consult with the supervisor(s) involved to decide the 
pay for the re-assignment. In no case will it exceed the maximum of the pay 
grade of the job to which the employee is demoted. 

 
f) Retirement.  The normal retirement age for County employees shall be 

determined by appropriate Wisconsin Statute.  For employees who terminate 
employment, the last day of employment is the last day the employee is 
physically on the job. 

 
9.04 Extra Pay. 
 

a) Shift Differentials.  Regular part-time and full-time non-exempt employees may 
be eligible for additional pay for working non-standard hours.  Positions that are 
scheduled to work on multiple shifts will receive shift differential for hours worked 
on a second or third shift.  Shift differentials for other departments depend on the 
job classification of the employee and will be paid in accordance with an 
approved County policy. 

 
b) Stand-By Pay. Employees who are assigned stand-by duty may receive 

compensation for each week assigned to stand-by duty, upon approval of the 
Department Head. This will be the sole compensation for this stand-by duty, even 
when such duty would otherwise be out of the employee’s usual schedule or 
classification.  

 
c) Compensation During Temporary Assignment.  A temporary assignment is an 

assignment for a minimum of ninety (90) days or more, which requires approval 
by the Human Resources Manager and notification to the County Executive.  The 
Human Resources Manager will recommend the appropriate rate of pay for the 
temporary assignment.  A temporary assignment may not continue beyond six 
(6) months without approval from the Human Resources Manager.  

 
d) Increased Pay for Work of another Classification.  In certain cases an employee 

is eligible to receive increased compensation while performing the work of 
another classification: 

 
1) Foreman or leadworker duties:  If employees assume these duties and 

work at least one (1) full day at that level. 
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2) Training Officer Pay:  Perform on the job training and evaluations of new 
hired employees.   (Telecommunicator and Correctional Officer) 

  
9.05 Reinstatement/Rehire. When an employee is re-instated to his/her former job, he/she 

shall normally be paid at the same level of the pay grade he/she had before leaving. 
When he/she is re-instated to a job with a lower pay grade, he/she shall be paid 
according to his/her experience and qualifications within the pay grade in which he/she 
will be employed.  If an employee terminates his/her employment and is rehired within 
six (6) months, the employee will not lose any years of service or benefit time, unless 
such time was previously paid out.  If an employee is rehired more than six (6) months 
after his/her termination date, said employee will be considered a new hire. 

 
9.06 Changes in Starting Salary.  New employees are normally hired at the minimum 

starting salary of the pay grade established for their position.   When qualified hire 
applicants possess exceptional qualifications directly related to the position, a salary 
higher than the starting salary may be authorized by the Human Resources Manager 
and County Executive.  If the desires salary is the top of the salary range approval must 
be obtained by the County Board prior to start of employment. 

 
 
 

SECTION 10 – WORKING HOURS 
 

10.01 Hours of Operation.  The standard hours of operation for most Brown County offices 
shall be 8:00am to 4:30pm Monday through Friday. Due to the varying needs of 
departments and because certain essential County services are provided on a 24-hour 
basis, County employees may have different work schedules based on department and 
job function.  Where possible, County offices shall remain open during the lunch hour 
and employees shall stagger their lunch period to accommodate this schedule. 

 
10.02 Lunch Periods and Breaks.   
 

a) Lunch periods shall be established on a departmental basis, and shall not be 
longer than one (1) hour. 

 
b) Break times are to be arranged between employee and the supervisor or 

Department Head.  Employees may not leave their work area for paid breaks.  If 
employees take two (2) unpaid fifteen (15) minute breaks per day they may leave 
their work area.   Breaks not taken are lost. 

 
c) Breaks cannot be accumulated or used to extend lunch periods or to shorten the 

work day. 
 
10.03 Time Off.  Employees are expected to responsibly utilize accrued paid time off for 

regularly scheduled hours that are not worked in order to consistently reflect their 
scheduled weekly hours.  In some instances unpaid time off may be granted which can 
then be reflected to complete the regularly scheduled hours. 
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SECTION 11 – OVERTIME / COMPENSATORY TIME 
 
11.01 Overtime.  Employees in non-exempt positions shall be compensated or receive 

compensatory time at a rate of one and one-half times normal pay for hours worked in 
excess of forty (40) hours in any work week. Pay for non-worked hours (vacation, 
casual, holiday, etc.) are not considered hours worked.  Per FLSA, some exceptions to 
the forty (40) hours per week standard apply under special circumstances to sheriff and 
hospital and nursing home employees.  All time worked is subject to rounding rules. 

 
a) All overtime or compensation time must be authorized by the Department Head 

or supervisor and is subject to budgetary limitations. Any paid or unpaid leave will 
not count as hours worked for overtime or compensatory time calculations. All 
overtime and compensatory time accruals will be reviewed periodically by the 
Human Resources Manager.  Overtime shall be kept to a minimum and shall be 
utilized to relieve specific occasional peak workloads or for work necessity, and is 
not intended as a convenience or benefit for the employee. 

 
b) No employee may start work before the appointed time, work through breaks, or 

work past the appointed time without prior authorization. Employees are not 
allowed to accumulate work hours more than 15 minutes before their appointed 
starting time, during breaks, or 15 minutes past the appointed quitting time.  

 
c) In the event an employee is called in to work outside of his/her normally 

scheduled hours, the employee shall be given a minimum of two (2) hours work 
or pay at his/her normal rates.  This call-in pay does not apply when the hours 
are contiguous with the employee’s regularly scheduled shift. 

 
d) Employees are not eligible for overtime hours on days where the employee is 

being compensated for non-work hours (e.g., vacation, casual day, personal day, 
etc.).  Management may waive this requirement due to an emergency. 

 
11.02 Compensatory Time.  Upon mutual prior consent, employees may bank up to eighty 

(80) hours of overtime earned in a compensatory time bank.  Employees may request 
the use of compensatory time off at the rate at which such time is earned.  Use of 
compensatory time shall be by mutual consent.  At the end of each calendar year, any 
unused compensatory time will be paid out. Accumulation of compensatory time shall 
not exceed eighty (80) hours during each calendar year, and shall not be accumulative 
from year to year. All compensatory time shall be taken at a time which is mutually 
agreeable between the employee and the Department Head or supervisor. 
Compensatory time shall not be taken for more than one week at a time. 

 
 
 

SECTION 12 – EXEMPT EMPLOYEES 
 
12.01 Expectation of Exempt Employees.  Exempt employees (including Department Heads, 

supervisors, managers, professionals) as defined in the Fair Labor Standards Act 
(FLSA) are expected, in addition to performing the duties of their positions, to also be 
available for special and regular meetings and events and may be subject to structured 
work schedules.  In return for these services, these employees may take time off when 
the workload of their department permits.  
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12.02 Salaries.  Exempt employees are paid on a “salary basis.” Being paid on a “salary basis” 

means an employee regularly receives a predetermined amount of compensation each 
pay period. The salary paid by Brown County to salaried employees is specifically 
intended to compensate for their service to the County. Subject to limited exceptions, an 
exempt employee receives their full salary for any work week in which the employee 
performs any work, regardless of the number of days or hours worked. However, such 
salary includes requiring the employee to charge his/her absences to paid leave 
accruals. 

 
12.03 Work Schedules.  Exempt employees are expected to work without regard to overtime. 

Exempt employees are not eligible for payment of overtime or compensatory time. 
Department Heads, supervisors, managers, professionals and other exempt employees 
may be subject to structured work schedules as set by their superiors and are required 
to receive prior approval to be absent from or leave the work area during work hours.  

 
12.04 Time Off.   Exempt employees who are absent from the workplace for part of a week 

and do not have enough accrued leave to cover the absence, shall not have their 
salaries reduced for that portion of the absence that is not covered by paid leave.  

 
 

 
SECTION 13 - PAYCHECKS 

 
13.01 Schedule.  Employees shall be paid on a bi-weekly schedule.  If a payday is an 

observed holiday, including the Friday before Easter, employees will be paid on the 
preceding workday.  

 
13.02 Direct Deposit.  All employees shall participate in direct deposit for all of their pay.  
 
13.03 Time Cards.  Each employee must maintain an accurate record of his/her time with the 

approval of their immediate supervisor or manager.  Accurate time reporting is required 
by the FLSA and by the Wisconsin Department of Workforce Development.  

 
13.04 Deductions.  It is Brown County’s policy to comply with applicable wage and hour laws 

and regulations.  Any questions or concerns about salaried status or deductions an 
employee may believe has been made from pay that is inconsistent with the employee’s 
salaried status should immediately be addressed with the Payroll Department who can 
assist in understanding the information that is required in order to investigate the matter. 

 
a) Brown County is committed to investigating and resolving all complaints as 

promptly, but also as accurately, as possible. Consistent with the U.S. 
Department of Labor’s policy, any complaint will be resolved within a reasonable 
time given all the facts and circumstances. If an investigation reveals that you 
were subjected to an improper deduction from pay, you will be reimbursed and 
Brown County will take whatever action it deems necessary to ensure 
compliance with the salary basis test in the future. 
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13.05 Employee Information Changes.   Any change in an employee’s information (i.e., 
address, dependent status, wage rate, position transfer, etc.) shall be submitted to the 
Human Resource Department for processing. 

 

 
SECTION 14 – BENEFITS ELIGIBILITY 

 
14.01 Eligibility.  All regular full-time employees are eligible for the following benefits unless 

stated otherwise.  Regular part-time employees working fifty percent (50%) or more shall 
be eligible to receive fringe benefits on a pro-rated basis, unless stated otherwise.  

 
14.02 Proration of Fringe Benefits in Final Year Of Employment.  Employees terminating 

their employment with Brown County shall have all fringe benefits prorated in their last 
year of employment. 

 
 
 

SECTION 15 – INSURANCE 
 
15.01 Policy.  The County will offer a group health, dental, and life insurance programs for 

regular full-time and qualifying regular part-time employees.  The employee and 
employer contributions toward the premiums of such plan shall be determined by the 
County on an annual basis.   The County may change carriers from time to time, modify 
its insurance offerings, provide alternate insurance carriers, self-insure its insurance 
coverage or change benefit levels as it deems appropriate for any or all of its insurance 
coverage at its discretion.  For complete plan coverage and information, see the 
summary plan description.    

 
15.02 Eligibility.  All regular employees are eligible for health and dental care coverage.  New 

or rehired employees shall be covered on the first day of the month following the 
completion of thirty days of employment, provided the employee has completed an 
application. 

 
a) Regular part-time employees, working fifty percent or more shall be eligible for 

health, dental, and life insurance plans maintained by the County on a prorated 
basis.  The percentage of employment which has been established by the budget 
or Board, shall determine the benefit pro-ration.  

 
15.03 Payroll Deduction.  Regular full-time and part-time employees will have their portion of 

the monthly premium deducted equally between two monthly payroll checks.  
 
15.04 Termination of Coverage.     In the case of an employee who terminates employment, 

coverage will be terminated on the last day of the terminating month.   
 
15.05 Retiree Continuation Coverage.  Those employees who retire under the Wisconsin 

Retirement System, or those employees who become covered by Social Security by 
disability and have been employed by Brown County ten (10) years or longer, may 
continue to be covered under the County's Health Plan at the group rate by making self 
premium payments to the County.  Dental plan benefits will terminate for each 
retiree/spouse upon the first of the month in which the retiree/spouse attains age 65.   
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15.06 COBRA Rights.  Employees who are terminated from employment for reasons other 

than gross employee misconduct as well as employees who resign from their 
employment may continue their group health coverage for the period of time prescribed 
by COBRA.  Spouses of deceased employees may continue with group health coverage 
for a period of time prescribed by COBRA.  Such employees are normally advised of 
their continuation options and contribution requirements at the time of hire and at 
termination.  

 
15.07 Life Insurance.  All regular employees who are participants under the Wisconsin 

Retirement System may elect to become covered by life insurance through the 
Wisconsin Group Life Insurance Program.   Eligibility for coverage is defined by the 
Wisconsin Group Life Insurance Program.  

 
15.08 Vision Insurance.  Employees may participate in a vision plan with the employee 

paying the full premium.  
 
15.09 Deferred Compensation Plan.    The County offers a Section 457 deferred 

compensation plan to eligible employees on a voluntary basis.    Regular full-time and 
regular part-time employees are eligible to participate in the plan.  Newly hired 
employees are eligible to participate in the plan immediately.  

 
 
 

SECTION 16 – WISCONSIN RETIREMENT SYSTEM 
 

16.01 Eligibility.  Brown County is a participant in the Wisconsin Retirement System.  All 
benefit questions must be handled through the WRS office directly. 

 
a) Full-time employees.  Full-time employees shall be considered immediately 

eligible for participation in the Wisconsin Retirement System (WRS). 
 
b) Part-time employees.  Are eligible if they are expected to work at least two-thirds 

of what is considered full-time employment by ETF.  If, after one year, a part-time 
employee has worked at least two-thirds of what is considered full-time by ETF or 
at least 1,200 hours in the immediately preceding 12-month period, the part-time 
employee shall become a participating employee. 

 
16.02 Employee Contribution. Once eligible for coverage under WRS, coverage is 

mandatory and an employee may not “opt out” of WRS.   The County will make 
employer required WRS contributions as required by law.  Employee contributions are 
pre-tax.  
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SECTION 17 – HOLIDAYS 
 
17.01 Holidays Defined.  Eligible employees who have been employed for a period of thirty 

(30) days shall receive a full day's pay for the following holidays:  New Year's Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Christmas Eve, 
Christmas Day, and New Year’s Eve.   For employees who work Monday through Friday 
schedules, if any of the above mentioned holidays fall on Saturday, the preceding Friday 
will be observed and if the holiday falls on Sunday, the following Monday will be 
observed or as determined by the County.  For the sole purpose of this provision, pre-
approved paid time off will qualify the employee for holiday pay. 

 
17.02 Pay.  Non-exempt employees will receive one and one-half (1-1/2) times their normal 

pay rate for the hours worked on a holiday.  All eligible employees will receive paid 
holiday equal to their normal schedule up to eight (8) hours per holiday. 

 
17.03 Commencement of Holiday.  For purposes of compensation of holidays under this 

section, holidays will be deemed to commence and end at midnight.   
 
17.04 Personal Days.  
 

a) Monday through Friday Schedules (8 hour Days).  Eligible employees who have 
been employed for a period of thirty (30) days who work Monday through Friday 
schedules (8 hour days), 24 hours personal time shall also be observed as a 
holiday, to be taken as mutually agreed upon between the employee and 
supervisor. In addition, the day after Thanksgiving will be observed as a personal 
day with pay.  

 
b) Monday through Friday Schedules (7.5 Hour Days).  Eligible employees who 

have been employed for a period of thirty (30) days who work Monday through 
Friday schedules (7.5 hour days), 22.5 hours personal time shall also be 
observed as a holiday, to be taken as mutually agreed upon between the 
employee and supervisor. In addition, the day after Thanksgiving will be 
observed as a personal day with pay. 

 
c) Seven Day Schedule.  For employees who follow a seven (7) day schedule, 

thirty-two (32) hours of personal time shall be observed as holidays, subject to 
prior approval by supervisor or manager.  

 
d) Unused personal time shall be lost at the end of the calendar year. 

 
 
 

SECTION 18 – VACATION 
 
18.01 Vacation.  All employees who are not covered by a bargaining agreement which 

includes a vacation schedule shall earn vacation as follows:  
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      40-Hour Work Week          37.5 Hour Work Week 

  
 After six months of service    40 hours    37.5 hours 
 After the first year of service   88 hours    82.5 hours  
 After the third year of service    96 hours    90 hours  
 After the fourth year of service   104 hours    97.5 hours 
  After the fifth year of service    120 hours    112.5 hours 
 After the ninth year of service   144 hours   135 hours 
 After the tenth year of service   160 hours    150 hours 
 After the sixteenth year of service  200 hours   187.5 hours 
  
18.02 Vacation Scheduling.  Employees must submit their vacation requests in advance and 

with as much notice as possible, so that supervisors can review the requests and make 
appropriate decisions based on the operational needs.  In establishing regular 
schedules, supervisors shall give due consideration to the desires of individual 
employees within limits of work requirements of the division.  Appointing authorities may 
amend vacation schedules to meet work emergencies or to grant requests of individual 
employees.  If two or more employees request to take vacation during the same period 
and the matter cannot be resolved by agreement of the parties concerned, the employee 
with the most seniority with the County shall be granted vacation time.  

 
18.03 Separation of Employment.  Any employee who terminates his/her employment or has 

his/her employment terminated for any reason, shall be compensated for all earned 
vacation time worked as of the date of termination.  The employee shall reimburse the 
County for any vacation time taken but not earned at the time of his/her termination. 

 
18.04 Pay in Lieu of Vacation.  No employee shall be permitted to accept vacation pay in lieu 

of vacation. 
 
18.05 Vacation Carryover.  An employee hired prior to January 1, 1982, cannot carry more 

than two hundred forty (240) hours [two hundred twenty-five (225) hours for employees 
working a 37.5 hour work week schedule] of vacation at the end of the calendar year.  
Employees hired after January 1, 1982, cannot carry more than eighty (80) hours 
[seventy-five (75) hours for employees working a 37.5 hour work week schedule] of 
vacation at the end of the calendar year.   

 
18.06 Donation of Vacation.  Any employee who has passed his/her initial employment 

period; has a need for a qualified absence in excess of two weeks; and who has 
exhausted all accrued personal leave may receive donated vacation time upon approval 
of the Human Resources Department.  Donated vacation leave may not be used for 
purposes of avoiding corrective action nor may it be used for absences outside of the 
qualifying period.   

 
a) Donated leave and the use of such leave shall be on an hour for hour basis 

without calculation of dollars between the accrual accounts of either the donating 
employee or recipient.  The recipient shall be paid at their regular rate of pay. 

 
b) Any donated vacation leave may not be rescinded on the part of the donating 

employee. 
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c) The donation of vacation shall not result in overtime, compensatory time, or the 
accrual, continuation or extension of insurance or other benefits.   

 
d) At the end of the qualifying absence of the recipient, any remaining balance of 

donated hours shall be returned to the donating employee’s vacation accrual 
account. 

 
 

SECTION 19 – CASUAL DAYS 
 
19.01 Policy.  After six (6) months of employment to provide first day coverage for sickness, 

each employee shall receive forty (40) hours [thirty-seven and one-half (37.5) hours for 
employees on a thirty-seven and one-half (37.5) hour work week] casual time each 
January 1.  Casual days may also be used for personal time off with actual days off 
being subject to mutual agreement between the employee and the employer.  Casual 
days will not be withheld for arbitrary or capricious reasons except during the last two (2) 
weeks of employment when only a two (2) week notice is given.  At the end of each 
calendar year employees shall be paid at their existing rate of pay for any casual days 
not used during the year, to a maximum of five (5) days (payment shall be made 
automatically prior to the following January 31). 

 
19.02 Accrual.  Casual day credit is earned on a monthly basis; however, for scheduling 

purposes, casual days earned during the calendar year are credited to the employee's 
casual account at the beginning of each calendar year.  Any employee who terminates 
his/her employment or has his/her employment terminated for any reason, shall be 
compensated for all earned casual time worked as of the date of termination.  The 
employee shall reimburse the County for any casual time taken but not earned at the 
time of his/her termination. 

 
19.03 Scheduling.  Casual days may be taken in not less than fifteen (15) minute increments.  
  
19.04 Supplementation of Benefits.  Casual days and banked sick leave may be used by an 

employee to supplement his/her disability benefits in an amount which will equal regular 
pay. 

 
 
 

SECTION 20 – BANKED SICK LEAVE 
 
20.01 Policy.  Employees participating in the banked sick leave program will have sick leave 

accumulation "banked" into a sick leave accumulation account, which may be used by 
the employee to supplement short-term disability benefits received for a disability.  
Banked sick leave may be used to make the employee whole for base pay earnings; 
however, no additional sick leave benefits will accrue into the banked account.  Fifty 
percent (50%) of an employee's unused accumulated banked sick leave, up to a 
maximum of 90 days (maximum payout -45 days) may be used in the following manner: 

 
  (a) cash payment, or 
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  (b) request the Employer to set up escrow account for said amount in (a) 
above, from which health insurance premiums shall be paid (at the Employer's group 
rate in full) until sum is depleted. 

 
20.02 Death of Employee.  In the event of death of an employee, the surviving beneficiary 

may continue to have health insurance premiums paid until the sum is depleted as in (b) 
above or the aforementioned 50% sum or the remainder of the escrow account will be 
paid in cash to the employee's estate, at the surviving beneficiary's option. 

 
 

 
SECTION 21 – BEREAVEMENT LEAVE 

 
21.01 Immediate Family.  Whenever a death occurs to a member of the immediate family of 

an employee, the employee shall be entitled to a bereavement leave.  The bereavement 
leave will commence on the date of death and continue for up to three (3) work days 
through the date of internment.  If the date of internment occurs after three (3) work days 
from the date of death, the employee may use one of the bereavement leave days to 
attend the funeral or internment.  In no event shall an employee be entitled to more than 
three (3) days of bereavement leave.  Compensation shall be at the regular hourly rate 
of said employee for a normal work day. 

 
a) Immediate Family Defined.  Immediate family is defined as: wife, husband, 

father, mother, guardian, sister, brother, child of employee, grandchildren, 
grandparents, father-in-law, mother-in-law, step-children, or stepparents.  

 
21.02 Non-Immediate Family.  Employees will be entitled to compensation for one (1) day to 

attend the funeral of the spouse’s grandparents, son-in-law, daughter-in-law, brother-in-
law, sister-in-law, aunt or uncle of the employee or spouse. In the event an employee is 
required to act as a pallbearer at the funeral of someone outside of his/her immediate 
family, he/she shall be granted one (1) day with bereavement pay. 

 
21.03 Leave During Paid Time Off.  Should any death occur during an employee’s vacation 

or use of other paid time off, he/she shall receive additional time off with pay for any 
scheduled work day affected at a time mutually agreed upon by the employee and 
department.  

 
 

SECTION 22 – WORKER’S COMPENSATION 
 
22.01 Coverage Provided.  An employee who is absent from work due to an injury or illness 

caused during the course of performing his/her duties may be eligible for compensation 
under the Worker’s Compensation Act of Wisconsin.  The County shall provide coverage 
to an injured or ill employee in compliance with State law.  Information concerning 
Worker’s Compensation in Wisconsin can be found at: 

 
 http://dwd.wisconsin.gov/wc/workers/ 
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SECTION 23 – LEAVES OF ABSENCE 
Short-Term Disability Leave 

 
23.01 Leave Available.  Employees who have completed six (6) months of employment may 

be eligible for disability leave pursuant to the County policy then in effect.  Information 
concerning Brown County’s short-term disability leave policy may be found at: 

 
 https://www.employees.co.brown.wi.us/administration/policies/HR14%20-

%20Short%20Term%20Disability.pdf 
 
 
 

SECTION 24 – LEAVES OF ABSENCE 
Long-Term Disability Leave 

 
24.01 Policy.  Employees who have exhausted short-term disability benefits may be eligible 

for disability leave pursuant to the County policy then in effect.  Information concerning 
Brown County’s long-term disability leave policy may be found at: 

 
 https://www.employees.co.brown.wi.us/Human_Resources/LTD%20CERT.pdf 
 
   
 

SECTION 25 - LEAVES OF ABSENCE 
Family and Medical Leave 

 
25.01 Policy.  Brown County provides family and medical leave in accordance with the Federal 

Family and Medical Leave Act (FMLA) and the Wisconsin Family and Medical Leave 
Act.  When applicable, the federal and state family and medical leave laws run 
concurrently.  In addition, both federal and state family and medical leave law run 
concurrently with any other leave available through the County or as otherwise required 
by law.  When an absence qualifies under both state and federal FMLA laws, the 
entitlement under each law will be exhausted for the same absence.  Should one law 
provide a greater benefit than the other, the employee shall receive the greater benefit. 

 
25.02 Eligibility.  Any employee who has been employed by the County for more than 52 

consecutive weeks and has been paid for a minimum of 1,000 hours during a 12-month 
period may be eligible under Wisconsin’s Family and Medical Leave Act.  Any employee 
who has worked for the County for more than 12 months and has been paid for a 
minimum of 1,250 hours during the 12-month period may be eligible under the Federal 
Family and Medical Leave Act.  Entitlements are calculated on a calendar year basis 
(January 1 to December 31) for both state and federal purposes. 
 

25.03 Leave Available. 
a)  Wisconsin FMLA. 

1) Up to a maximum of six (6) workweeks of unpaid leave for the birth or 
adoption of a child.  The leave must begin no earlier than 16 weeks 
before the estimated birth or placement and not later than 16 weeks after 
the birth date or placement of the child.   




































